Office of Unemployment Insurance (OUI)
FRONT OFFICE
FILE PLAN

	Name of Office: Office of Unemployment Insurance – Front Office

	Office Acronym: OUI FO
	Date: September 30, 2019
	Page 1 of 2

	Name of Records Custodian : Mark Peavy

	Files Location: S-4524

	Approved by and Date
/s/ Jim Garner

	GRS/URS
	File Number
	File Title
	Series and Brief Description
	Location
	Disposition Authority and Instructions

	GRS 4.2-010
	Correspondence
	Administrative Office Files
	FO file station
	DAA-GRS-2016-0013-0003

Temporary. Destroy when 3 years old, but longer retention is authorized if needed for business use.

	GRS 4.2-010
	Administrator Files
	Administrative Office Files
	FO file station
	DAA-GRS-2016-0013-0003

Temporary. Destroy when 3 years old, but longer retention is authorized if needed for business use.

	GRS 1.1-001
	Administrator Travel Files
	Travel Files and supporting documentation
	FO file station
	DAA-GRS-2013-0003-0001

Temporary.  Destroy 6 years after final payment or cancellation, but longer retention is authorized if required for business use.

	GRS 2.2-080
	Supervisory Personnel Files A – Z
	Supervisors’ Personnel Files and Duplicate OPF Documentation (may include Reasonable Accommodation Request Records
	FO file station
	DAA-GRS-2017-0007-0012

Temporary.  Review annually and destroy superseded documents.  Destroy remaining documents 1 year after employee separation or transfer.

	GRS 2.4-030
	Sign-in/Sign-out Logs
	Time and Attendance Source Records
	FO file station
	DAA-GRS-2016-0015-0003

Temporary.  Destroy after GAO audit or when 3 years old, whichever is sooner..

	GRS 1.1-010
	Routine Procurement Files
	Contract, requisition, purchase order, correspondence, receipt, inspection, and paid invoices
	Finals stored in e-procurement (AMS) and/or NCFMS system

Hard copies with Exec Assistant
	DAA-GRS-2013-0003-0001

Temporary.  Destroy 6 years after final payment or cancellation, but longer retention is authorized if required for business use.

	GRS 4.2-020
	FOIA Documents
	Files created in response to requests for information under the FOIA, consisting of the original request, a copy of the reply, and all related supporting files which may include the official file copy of requested record 
	Electronic versions stored in FOIA SIMS

Hard copies with Exec Assistant
	DAA-GRS-2016-0002-0001

Temporary.  Destroy 6 years after final agency action or 3 years after final adjudication by the courts, whichever is later, but longer retention is authorized if required for business use. 

	GRS 5.1-030
	Informational Materials
	Administrative Office Files
	FO file station
	DAA-GRS-2016-0016-0001

Temporary. Destroy when business use ceases.

	GRS 6.1-010
	Capstone Emails
	Emails
	Outlook Office 365
	DAA-GRS-2014-0001-0001

Permanent. Cut off in accordance with agency's business needs. Transfer to NARA 15-25 years after cutoff, or after declassification review (when applicable), whichever is later.


Office of Unemployment Insurance (OUI)

DIVISION OF UNEMPLOYMENT INSURANCE OPERATIONS

FILE PLAN

	Name of Office: Office of Unemployment Insurance – Division of Unemployment Insurance Operations (DUIO)
	Office Acronym: OUI DUIO
	Date: September 30, 2019
	Page 1 of 1

	Name of Records Custodian : Mark Peavy


	Files Location: S-4520


	Approved by and Date
/s/  Jim Garner

	GRS/URS
	File Number
	File Title
	Series and Brief Description
	Location
	Disposition Authority and Instructions

	GRS 2.4-030
	Sign-in/Sign-out Logs
	Time and Attendance Source Records
	DUIO File Station
	DAA-GRS-2016-0015-0003

Temporary.  Destroy after GAO audit or when 3 years old, whichever is sooner.

	GRS 4.2-010
	Correspondence
	Administrative Office Files
	DUIO file station
	DAA-GRS-2016-0013-0003

Temporary. Destroy when 3 years old, but longer retention is authorized if needed for business use.

	GRS 1.1-010
	Travel
	Travel files and supporting documentation
	Analyst’s cubicle
	DAA-GRS-2013-0003-0001

Temporary.  Destroy 6 years after final payment or cancellation, but longer retention is authorized if required for business use.

	GRS 2.2-080
	Supervisory Personnel Files 
	Supervisors’ Personnel Files and Duplicate OPF Documentation (may include Reasonable Accommodation Request Records
	Supervisors’ cubicles
	DAA-GRS-2017-0007-0012

Temporary.  Review annually and destroy superseded documents.  Destroy remaining documents 1 year after employee separation or transfer.

	GRS 5.1-030
	Informational Materials
	Administrative Office Files
	DUIO file station
	DAA-GRS-2016-0016-0001

Temporary. Destroy when business use ceases.


Office of Unemployment Insurance (OUI)

DIVISION OF LEGISLATION (DL)

FILE PLAN

	Name of Office: Office of Unemployment Insurance – Division of Legislation (DL)
	Office Acronym: OUI DL
	Date: September 30, 2019
	Page 1 of 1

	Name of Records Custodian : Mark Peavy

	Files Location: S-4522
	Approved by and Date
/s/  Jim Garner

	GRS/URS
	File Number
	File Title
	Series and Brief Description
	Location
	Disposition Authority and Instructions

	GRS 2.4-030
	Sign-in/Sign-out Logs
	Time and Attendance Source Records
	DL file station
	DAA-GRS-2016-0015-0003

Temporary.  Destroy after GAO audit or when 3 years old, whichever is sooner..

	GRS 4.2-010
	Correspondence
	Administrative Office Files
	S:\DL\MEMOS

Hard copies in DL file station
	DAA-GRS-2016-0013-0003

Temporary. Destroy when 3 years old, but longer retention is authorized if needed for business use.

	GRS 2.2-080
	Supervisory Personnel Files 
	Supervisors’ Personnel Files and Duplicate OPF Documentation (may include Reasonable Accommodation Request Records
	Supervisors’ cubicles
	DAA-GRS-2017-0007-0012

Temporary.  Review annually and destroy superseded documents.  Destroy remaining documents 1 year after employee separation or transfer.

	GRS 5.1-030
	Informational Materials
	Administrative Office Files
	DL File Station
	DAA-GRS-2016-0016-0001

Temporary. Destroy when business use ceases.

	
	
	
	
	


Office of Unemployment Insurance (OUI)

DIVISION OF PERFORMANCE MANAGEMENT (DPM)

FILE PLAN

	Name of Office: Office of Unemployment Insurance – Division of Performance Management (DPM)
	Office Acronym: OUI DPM
	Date: September 30, 2019
	Page 1 of 2

	Name of Records Custodian : Mark Peavy


	Files Location: S-4519


	Approved by and Date
/s/  Jim Garner

	GRS/URS
	File Number
	File Title
	Series and Brief Description
	Location
	Disposition Authority and Instructions

	GRS 2.4-030
	Sign-in/Sign-out Logs
	Time and Attendance Source Records
	DPM file station
	DAA-GRS-2016-0015-0003

Temporary.  Destroy after GAO audit or when 3 years old, whichever is sooner.

	GRS 4.2-010
	Correspondence
	Office Administrative Files
	DPM file station
	DAA-GRS-2016-0013-0003

Temporary. Destroy when 3 years old, but longer retention is authorized if needed for business use.

	GRS 2.2-080
	Supervisory Personnel Files 
	Supervisors’ Personnel Files and Duplicate OPF Documentation (may include Reasonable Accommodation Request Records
	Supervisor’s designated H drive and cubicle
	DAA-GRS-2017-0007-0012

Temporary.  Review annually and destroy superseded documents.  Destroy remaining documents 1 year after employee separation or transfer.

	GRS 1.1-010
	Routine Procurement Files
	Contract, requisition, purchase order, correspondence, receipt, inspection, and paid invoices
	Finals stored in e-procurement (e-PS) and/or NCFMS system
	DAA-GRS-2013-0003-0001

Temporary.  Destroy 6 years after final payment or cancellation, but longer retention is authorized if required for business use.

	GRS 1.1-010
	Travel
	Travel files and supporting documentation
	S:\OUI\DPM\Division Administration\Travel
	DAA-GRS-2013-0003-0001

Temporary.  Destroy 6 years after final payment or cancellation, but longer retention is authorized if required for business use.

	GRS 5.1-010
	Org Charts
	Office Administrative Files
	http://oui.doleta.gov/unemploy/pdf/aboutoui.pdf
	DAA-GRS-2016-0016-0001

Temporary. Destroy when business use ceases.

	GRS 5.1-010
	Operating Plan
	Office Administrative Files
	S:\OUI\DPM\Operating Plan
	DAA-GRS-2016-0016-0001

Temporary. Destroy when business use ceases.

	GRS 4.2-020
	FOIA Documents
	Files created in response to requests for information under the FOIA, consisting of the original request, a copy of the reply thereto, and all related supporting files which may include the official file copy of requested record or copy
	Relevant program directories under S:\OUI\DPM
	DAA-GRS-2016-0002-0001

Temporary.  Destroy 6 years after final agency action or 3 years after final adjudication by the courts, whichever is later, but longer retention is authorized if required for business use. 

	GRS 5.1-030
	Informational Materials
	Office Administrative Files
	S:\OUI\DPM\Presentations
Relevant program directories under S:\OUI\DPM
	DAA-GRS-2016-0016-0001

Temporary. Destroy when business use ceases.

	GRS 5.1-010
	Standard Operating Procedures
	Office Administrative Files
	S:\OUI\SOP\DPM
	DAA-GRS-2016-0016-0001

Temporary. Destroy when business use ceases.

	URS N1-369-94-1
	Unemployment Insurance Required Reports (UIRR)
	Unemployment Insurance Database (UIDB) report data
	UIDB
	Permanent. Transfer copy of 1971 through 1991 data immediately to the National Archives. Thereafter, cutoff annually and transfer copy to the National Archives after 3 years.

	URS N1-369-94-1
	Unemployment Insurance Required Reports (UIRR) Documentation
	Unemployment Insurance Database (UIDB) report data
	UIDB
	Permanent. Transfer copy of documentation with datasets. Thereafter, transfer updates and changes with any subsequent transfer of the datasets.


Office of Unemployment Insurance (OUI)

DIVISION OF FISCAL AND ACTUARIAL SERVICES (DFAS)

FILE PLAN

	Name of Office: Office of Unemployment Insurance – Division of Fiscal and Actuarial Services (DFAS)
	Office Acronym: OUI DFAS
	Date: September 30, 2019
	Page 1 of 2

	Name of Records Custodian : Mark Peavy

	Files Location: S-4520


	Approved by and Date
/s/  Jim Garner

	GRS/URS
	File Number
	File Title
	Series and Brief Description
	Location
	Disposition Authority and Instructions

	GRS 2.4-030
	Sign-in/Sign-out Logs
	Time and Attendance Source Records
	DFAS file station
	DAA-GRS-2016-0015-0003

Temporary.  Destroy after GAO audit or when 3 years old, whichever is sooner

	GRS 4.2-010
	Correspondence
	Office Administrative Files
	DFAS file station
	DAA-GRS-2016-0013-0003

Temporary. Destroy when 3 years old, but longer retention is authorized if needed for business use.

	GRS 2.20-080
	Supervisory Personnel Files 
	Supervisors’ Personnel Files and Duplicate OPF Documentation (may include Reasonable Accommodation Request Records
	Supervisors’ cubicles
	DAA-GRS-2017-0007-0012

Temporary.  Review annually and destroy superseded documents.  Destroy remaining documents 1 year after employee separation or transfer.

	GRS 1.1-010
	Travel
	Travel files and supporting documentation
	Analyst’s cubicle
	DAA-GRS-2013-0003-0001

Temporary.  Destroy 6 years after final payment or cancellation, but longer retention is authorized if required for business use.

	GRS 5.1-010
	Org Charts
	Office Administrative Files
	http://oui.doleta.gov/unemploy/pdf/aboutoui.pdf

	DAA-GRS-2016-0016-0001

Temporary. Destroy when business use ceases.

	GRS 5.1-010
	Informational Materials
	Office Administrative Files
	S:\OUI\DFAS\ACTS\BFM\SEMINARS
	DAA-GRS-2016-0016-0001

Temporary. Destroy when business use ceases.

	GRS 5.1-010
	Standard Operating Procedures
	Office Administrative Files
	S:\OUI\DFAS\ACTS\SOP
	DAA-GRS-2016-0016-0001

Temporary. Destroy when business use ceases.

	GRS 1.3-050
	Budget Modeling and Forecasting
	Budget Correspondence Files
	S:\OUI\DFAS\BUDGET
	DAA-GRS-2015-0006-0007

Temporary.  Destroy when 3 years old, but longer retention is authorized if required for business use.

	GRS 1.3-010
	Budget Modeling and Forecasting
	Budget Background Records
	S:\OUI\DFAS\BUDGET
	DAA-GRS-2015-0006-0001

Temporary.  Destroy 6 years after close of fiscal year, but longer retention is authorized if required for business use

	GRS 1.3-030
	Budget Modeling and Forecasting
	Budget Report Files
	S:\OUI\DFAS\BUDGET
	DAA-GRS-2015-0006-0003

Temporary.  Destroy when 5 years old, but longer retention is authorized if required for business use.

	GRS 1.3-020
	Budget Modeling and Forecasting
	Budget Apportionment
	S:\OUI\DFAS\BUDGET
	DAA-GRS-2015-0006-0002

Temporary.  Destroy 6 years after close of fiscal year, but longer retention is authorized if required for business use.  

	GRS 5.7-020
	Review/Audit Materials
	Management Control Records
	S:\OUI\DFAS\BUDGET\Audit
	DAA-GRS-2017-0008-0002

Temporary.  Destroy 5 years after no further corrective action is needed, but longer retention is authorized if required for business use.

	GRS 1.2-021
	Grant Requests and Applications
	Unsuccessful Grant Application Files
	S:\OUI\DFAS\BUDGET\XLS\
	DAA-GRS-2013-0008-0006

Temporary.  Destroy 3 years after final action is taken on file, but longer retention is authorized if required for business use.

	GRS 1.2-010
	Grant Requests and Applications
	Grant Administrative Files
	S:\OUI\DFAS\BUDGET\XLS
	DAA-GRS-2013-0008-0007

Temporary.  Destroy 3 years after final action is taken on the file, but longer retention is authorized if required for business use.

	GRS 1.2-010
	DUA/Record of Distribution
	Grant Administrative Files
	S:\OUI\DFAS\BUDGET\FY
Hard copies in analyst cubicle
	DAA-GRS-2013-0008-0007

Temporary.  Destroy 3 years after final action is taken on the file, but longer retention is authorized if required for business use.

	GRS 5.1-010
	UI Data Reports
	Administrative Office Files
	DFAS File station
	DAA-GRS-2016-0016-0001

Temporary. Destroy when business use ceases.


